
 
 

Copy Service 
The Copy Service is here to help part-time and distance-learning students who might have 

difficulty visiting the library. If an item you want to see is only available in hardcopy in the Library 

(for example if our e-journal holdings do not go far enough back, but we have the paper journal) 

then instead of making a trip to the Library you can ask us to send you a copy directly to you at 

home. You can request a copy of a single article or book chapter and it will be scanned and 

delivered to you via email. 

 

 

 

The service is open to anyone registered on a part-time or distance-learning course; whether you 

are an undergraduate or a postgraduate. The service is not intended for full-time students who 

should have ready access to the Library. Full-time students on placement away from the university 

as part of their courses are eligible to use the service, however you should ask your supervisor to 

get in touch with Judith Walton (judith.walton@durham.ac.uk) to confirm the dates of your 

placement before making requests. 

 

 

 

 

The request forms are available from the Library Services for Part-Time and Distance Learning 

Students web pages.  

https://www.dur.ac.uk/library/distance 

Check the library catalogue to make sure that the library has a copy of the book or journal you 

need. Next go to the online form and fill in the details of the book or journal, then tell us which 

chapter or article you want copying. To comply with copyright regulations you will need read the 

copyright declaration and accept the conditions by typing YES into the box provided. To send the 

request to the library enter your CIS username and password into the boxes at the end of the 

form and click on the grey button to submit the request. 

 

If the library does not have the book or journal you require, then request the article or chapter you 

want via the Library’s Document Delivery Service instead of the Copy Service. 

 

 How do I order chapters and articles? 

 Who is eligible to use the service? 



 

 

For copyright reasons the library can only supply a single chapter of a book or a single article 

from an issue of a journal. If you need more than a single chapter or article, then you will need to 

arrange to visit the library or borrow the book through the Postal Loans Service 

(https://www.dur.ac.uk/library/distance/postloan ). 

 

 

 

Copies will cost £1.00 per article. The charge will be added to your library record when the article 

is supplied.  

 

 

 

The article will be scanned and delivered to your Durham University email address as a pdf 

attachment where possible. Remember that articles are under copyright so you are allowed a 

single copy (either print or electronic) for your private research and you should not make any more 

copies (either in print or electronic format) without the author’s permission. 

 

 

 
Please contact the library if you have any queries or problems with the Copy Service 

telephone : 0191 334 2946 or email: document.delivery@durham.ac.uk. 

 

 
 

For more information about other services available for part-time  
and distance-learning students please visit: 

 

https://www.dur.ac.uk/library/distance 

 How much can I request? 

 How much does it cost ? 

 How will the article arrive? 

 What do I do if there is a problem? 


